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eMall 2011 Upgrade Notes

On the weekend of December 3™ the eMall (Shop Now) component of eVA will be upgraded to a new
version. While the basic functionality of Requisitioning, Approving, Integration, Ordering, Receiving
and Profile Updates has not changed there are some significant look-and-feel changes (screens,
navigation) and some new functionality as well. This document provides an overview of these
changes in a before-and-after approach to help users transition to the new version.

Summary of Changes/New Features

e ‘'Dashboard’ look replaces the ‘Swoosh’ page

Windows and tabs give quick access to...
Requisitions by status, Quick Quote transactions, Approvals and Orders
e "“Recently Viewed” gives quick access the last five items you worked on
e Search improved to easily search for ANYTHING... requisitions, orders, receipts, etc.
e New Catalog Search engine...

o Smart logic: stem search, fuzzy search, compound words
o Word Filters: easy reference words on left to narrow search

e Shopping Cart view now optional

e Attachments separated from Comments

e Checkout screen button goes directly to Non-Catalog item screen
e Approvers now have easy access to Accounting Codes

e Label functionality replaces Folders... similar yet different

e Labels are optional and can be applied while in the Requisition.



Dashboard View

Currently the first screen of the eMall, commonly referred to as the ‘Swoosh’ screen, provides centralized access to all of the features of
the eMall. Similarly in the new version the initial screen will also provide access to all eMall functionality but it differs in the style and
appearance. Called a ‘Dashboard’ this new screen brings functionality right to the top.

Here is a screen comparison of the current ‘Swoosh’ to the new ‘Dashboard’; just follow the numbers below.

Current eMall ‘Swoosh’ Screen

[ —— AR B A* Home | Help ™ | Logout
[T My Orders/My UPs My Approvals My Quick Quote Reg's welcome Kemper, Gail
~ToD > cl Manage Recent Preferences
Approve Reguests 8 Approve O.—--"'__ -O "R.?_cewe nwrn to Portal 7 configure Tabs ) Refresh Content
Watch Reguests g 7 Common Actions
- Status ’ / s} Date + From Status Title Required Action
. \ Create @
CD QQ@II"IQ # Buysense Profile ¥| prs70311 7/18/2011 ZZTDEF’ Collaborating UAT Issue 76 C] Test Watch al
. Status O Requisition
Submitted 5 ) BUYS541890 7/8/2011  testpS, uat  Submitted Untitled Buysense Profile Approve
=
Approved 96 / Manage Is841744 6/6/2011  Lillohn Submittad  23/2011-5/28/201L Hours o,
f For LilJohn: Order EP557013
- n [ Receive
Deni i
= | Reports ¥ pRseooi2 6/3/2011 i:zzf”ez’ Submitted  CSPL-2823 Approve
. \ O v
Collaborating 4 \ ) -
-.\ View List ... (27)
¥ Create N — -
Create O :i Requisitions-Composing
Requisition == = D Date Created +  Status Title Total
Welcome to the New eMall
PR570509 9/21/2011 Composin Office Supplies for Nancy White &
Company eForm Watch here for eVA Information and posing PP “
Alerts PR570484 8/7/2011 Composing
~ Explore Return to Portal PR570229 7/11/2011 Composing  Script 2601 $0.00000 USD
"what's New in the eMall” . .
Searches PR569680 5/18/2011 Composing  Copy of Script 2501 $990.00000 USD
Catalogs System News PR569696 5/18/2011 Composing Vanessa test 1 $10.00000 USD
Latalogs
Recently viewed PR569599 5/13/2011 Composing _test $10.00000 USD ¥
Eolders 1 i
Welcome eVA Buyer! Make ordering easy S ] _—
;i Requisitions-Submitt
- R it e State Contracts PRS70311 UAT...ue 76 C Test )
Epo D Date Created Status Title Total
Tan— ¢ Catalog Vendors PRS63249 400 Test - IK - — \ . &
po| F PRS69157 4/22/2011 Submitte 1003- test large attachment 2.00000 USD *
£ ¢ Vendor List PRS69253 400 test 5 - K 2 *
- “ eive ™ VITA Contracts PR547279 Kim_Test_3_1130 PR569089 4/21/2011 Submitted 816-A $4,539.00000 USD
h d - Tralnlng GL.IIdES PR569710 5/18/2011 Submitted test 1 swam $32.00000 USD
PL.IrC ASE Or ars = = PR546898 11/6/2009 Submitted Test 903-ACP 0.00000 USD
e Note: All links open a new window!! Rt o ubmitte = g
_ PR569849 5/25/2011 Submitted Script 2909 $520.00000 USD
[* Reconcile
PR565054-V2 5/5/2011 Submitted CSPL-2915-PASS $480.00000 USD ¥
@ ;i Requisitions-Denied
s} Date Created Status  Title Total
PRS42876 3/16/2009 Denied SP32-Seript 4 - Defect Seript $20.48000 USD
PRS40506 1/26/2009 Denied Mon. Jan.26 - CSFL 785 £11 $417.21000 USD
PR550454 6/8/2010 Denied Script 215 - don't approve until 6/9 $139,680.00000 USD
PRS550469 6/8/2010 Denied  Script 217 - approver-DENY PR 6/9 $139,680.00000 USD
PR5S58859-v2  4/11/2011 Denied CSPL-2815-picking MA that will expire in ADV today $80.00000 USD
D Title Date * Status
4 PR569452 CSPL-2788 - ACP 5/6/2011 Receiving ]
| 7 PR569528 test 1 5/10/2011 Received | |
3 ¥] PRS69530 Test2 5/10/2011  Received
¥ PRrS69539 test 5/13/2011  Composing
PRS69680 Copy of Script 2601 5/18/2011  Composing
B f /181,
¥ oossasas Vanaces et 1 sriamnte |
View More ... (159)




Other new features that the ‘Dashboard’ provides:

Top of screen:

» Tabs to access Quick list pages
e My Orders/My UPs — ‘Orders this quarter’, ‘Orders last quarter’, ‘Orders this calendar year’ & ‘User Profile updates’
e My Approvals — ‘To Do’ for pending Approvals, ‘Requisitions I Approved this calendar year’
e My Quick Quote Req’s — Quick Quote’s in ‘Composing’, ‘Submitted” and ‘Ordered this calendar year’

> Menu Bar (under Tabs)

Create — Requisition , BSO Profile (not all users have BSO)

Search — access search screens specific to Catalogs, Orders, Requisitions, Receipts, etc.
e Manage — quick access to Receiving and Operational Reports
Recent — shows last five transactions accessed

Preferences — same as current eMall to delegate authority, change your profile, email notification preferences, etc.
> lcons

=1

___| Configure Tabs — allows you to change your dashboard content... Not Recommended

% Refresh — makes the system update the content of your ‘quick list” windows. Note: the system will also automatically update these lists
every 15 minutes.

Left side of screen:

> News: thisis where eVA notices and alerts will be posted
» Recently Viewed: shows the last five transactions accessed

Center of screen:

» My Documents: lists all of your transactions, regardless of status. This is the same list that is currently displayed when you click on the
‘Status’ link from the ‘Swoosh’ screen.


https://ariba-test.epro.cgipdc.com/Buyer/Main/aw?awh=r&awssk=5JRo&dard=1
https://ariba-test.epro.cgipdc.com/Buyer/Main/aw?awh=r&awssk=5JRo&dard=1

Creating a Requisition
The process for creating a Requisition remains the same. There are changes in appearance, some minor functional differences and some new features. The
following screens will highlight the more significant changes.

Requisition Header Screen

— 7 )

PRS61222: Untitled Requis| CURRENT PR570681: N EW

______________ Items: 0 Total: $0.0000

\f Enter the reguisition title and change one or more ary. If you are creating the requisition ... F
E Add Title X

|

Add Title

Add Items

Enter the requisition title and change one or more of the other requisition fields, if desired. If you are creating the Title:
requisition on behalf of another user, the user's accounting, shipping, and delivery information apply-

How To On Behalf Of: Kemper, Gail E
Checkout

Title: [Untitled Requisition Use PCard:

On Behalf Of: Kemper, Gail v PCard number: 9riPcard v
Entity Code: [ select ] Entity Code: P194 [ select ]

PO Category will not default.
Type a value or use ‘Select’

2012 [ select ] Fiscal Year:
Steps removed on all e 0 select]

screens. Use Next instead a0t Lesled]

select ]

[ select

Agency:

PO Category:

Header Cross Reference: l:l
£7P Requisition Number:

ERP Requisition Number:

Do not send any items to eProcurement: []

send AL ftems b cProcurement: o Do not send any items to eProcurement Optional: Apply LabE|S tO

Send ALL items to eProcurement:

organize your requisitions

My Labels: E}  Applv Label...

Add Items Screen

PRS61222: eMall Upgrade Comparison

= Supplier
Ttems: 0 Total: $0.00000USD D i
DAVIE LOCATION (11)

PR570681: eMall Upgrade ComparisonI Ttems:0 Total: $0.00000 USD

add Title E Add ltems DEPARTMENT OF ... (302) Add items to your requisition from the catalog, and optienally select catalog items you've identified as your favorites. ... ¥
ULTRA LASER (7)
add 1 . 0 Catalog Home Browse By: Categories | Suppliers
e et BT e T e () G 5 o i s P 5 e, i e el £ S e s o el a e WILSON - WSTEST (2 i = !

o ZENTOX CORPORATION Catalog | | et Creats Non-Catalog Trem

Add Accounting Details I N
N\ Show Al .. =

Chedkout Supplier Part #: + Supplier Part #

Language
Kepwordss [ ] wffre Creste Now-Catalog Tem

English (622)
wfcaywords (and)

Manufacturar Part =
o Contracts (4) hayMaterial and Accessories and
# Ogtions P, Favorites . Saved searches
’ N Mandatory (2) Save current search...
Favorites: - Recent Choices - v Exact Phrase - Recent Chaices - (v Optional So ) A
R B Excluds Word Ny |
Contract Number: |- Select - (18 choices) ¥ Ad:‘ﬁ“ﬂ:ﬂ oras \. Agency Specific Man =nt and " Professi Is and
. \/ sTine Adreement Administrative Services (302)
Supplier: - Select - (>20 choices) . Eup'p\ler = Temporary personnel services (302)

Purchasing Agreement (1)

9,021 items found Contract Typa

Manufacturing Ce d lies (270)
Small Business PunchOut Catalogs (5) ;““ acturing an (270)
Contracts (5) Worman Owned Business s 9r1 description 1 VDC punchout vendor at DGS-DPS- Electronic Locks & Safes at HOME DEPOT SUPPLY
Mandatory (2) Optional (1) Agency Specific (2) P — / OGC-VDC-SURPLUS-ISS A Ladders & Ladder Acc. at HOME DEPOT SUPPLY
PunchOut Catalogs (1454) (il @i Rosre=s # shelf at DGS-DPS-OGC-VDC-SURPLUS-ISS A Sheets at HOME DEPOT SUPPLY
Bunchout (1454) : E“””‘E“ Humbsr R zisle at DGS-DPS-0GC-VDC-SURPLUS-ISS More ...
upplisr s
Apparel and Luggage and Personal Care Products|(51]  Susplisr Part = Puncheut (5) Office Equi and Acc ies and
Clothing (513)

Manufacturer

VITA Contracts Printer and facsimile and photocopier supplies (7)

Most search options & Cantingert Labor (1)

Mandatory (1)

Favorites are Refinable Optional (1)

Agency Specific (1)

Mfg. Part &
Chemicals including Bio Chemicals and Gas Materibls| pric=
Elements and gases (3) Additives (30) Colorants (S) ETA (Days)

Type Name

Uncateqorized Ttems (7)
See items ...

Defense and Law Enforcement and Securi
Equipment and Supplies (23) Language
Low enforcement (1) Personal safety and protection (22)

f:mmt I | f Chemicals including Bio Chemicals and Gas
Electronic Components and Supplies (13) e Filters on left. Materials

Printed circuits and intearated circuits and micr Views

Other (1)

Show all search options

Hide search options




Add Non-Catalog Item Screen

N

)

Add Title
Add Items
Add Accounting Details

Checkout

PRS561222: eMall Upgrade Comparison

Total: $0.00000USD CURRENT
E1 Add Non-catalog ItL L

Items: 0

If you cannot locate an item in the catalag, request a non-catalog item using the fields below. Non-catalog items may take longer
to process because your purchasing department may get involved to complete the order. Add the information before leaving the

PR570681: eMall Upgrade Comparison

ancel

ms:1 Total: $150.00000 USD

NEW

Full Description: ™

screen.

Full Description: |Printer, laser with extra cartridges

No changes

ity Code:

Commedity Code: | Computer printers, Laser printers ( 20477 ) ¥ supplier Auxiliary Part ID:

*Supplier: ABACUS CORPORATION v Quantity:
Contact: ABACUS CORPORATIQ| [ select ] Unit of Measure:

supplier Fart umber: [ | Price: $150.000001 5
: Not On Contract v
Contract List [ Amount: $0.00000USD

Contract £:

Update Total

* indicates required field

Contact:

Contract List:

Contract #:

If you cannot locate the item you want in the catalog

he fields below. Mon-catalog items may take ... o

O

Printer, laser with extra cartridges

ABACUS CORPORATIO| [ select ]

Supplier Auxiliary Part ID:

Quantity:

Unit of Measure: each

Price:

|| | | | Not On Contract

| Amount:

$0.00000 USD

Update Tota

Add Catalog Item

Access

Add Title

Add Items
Add Accounting Details

Checkout

PRS61222: eMall Upgrade Comparisen
Total: $150.00000USD

El Additems

Items: 1

Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog
items.

How Ta

New Filter Fields
to refine Search

Refine your results

Price

$10.00000 -
$20.00000 -
$50.00000 -
$60.00000 -

Commeodity Code

Asphalts, Roads and .. (1)

Add items to your requisitio

Shopping

Cart
1)

n from the catalog, and optionally select catalog items you've identified as your favorites.

omparigfon{r

3

Catalog Home

Catalog *| |

Options

Create Non-Catalog Item

Supplier Part #:‘

—_—
TTESTE WO CaTSey TTET

ZENTOX

Keywards:

evacatalogsearch:

4 items found Show Results: [20 per page v| View By: Price ~ | with [Details >

Detailed fields
moved to right,
Price, Qty and
Button moved

test key 1 and 4 zero com code 10190000

Supplier:  ZENTOX CORPORATION
Supplier Part #: 930477
Recycled/Green Product:

Contract Type:  5-Optional
Contract #:  50535-1
Effective Date:

Contract Link:

ETA (Days): 21
Manufacturer Name:
P-Cards Accepted:
Service Areas:

[Zls15.28000USD / case  [Add to Cart

test key 1 and 4 zero com code 10130000 Add to Favorites ™

1
Mon, 1 Aug, 2011

National Sanitary Supply

Insects, Live ... (1)

Mon destructive ... (1)
Non metals and pure ... (1)
Contract Number
50535-11 (3)

Contract Type
1-Mandatory Source (1)
5-Optional (1)
77-Agency Contract (1)
99 (1)

Recycled Product
False (3)

True (1)

Favorites

Recent Choices - |

4 items found

to

[TOX CORPORATION

] New button
for
Checkout

Sort By: Relevance | Price 4 | Best selling | Name

to Favorites

Supplier: ZENTOX CORPORATION
Supplier Part #: 830477

Recycled/Green Product:

Contract Type: 77-Agency Contract
Contract #: 50535-11

Effective Date:

Contract Link:
YI) 210

Faorites

Small Business:
Minority Gwned Business:
Woman Owned Business:

Use checkbox & Compare |-
button for side-by-side
display of Catalog items

Compare ltems Cone
aty: 2dd 1o Cart| ary: (2dd 1o Cart
Item Lmage
vcled/Green
uct
$15.26000 USD. $24.95000 USD
e Yo test key 2
tier NTOX CORFORATION ‘ZENTOX CORPORATION
plier Part = | 530477 530474
hufacturer | Natiors! Sanitary Supply National Sanitary Supply
sufacturer
[
wlable in | 21 Dayis) 21 Davis)
amodity
Contract sos3s-11 sosas-11
Contract Type | 77-Agency Contract L-Mandatory Saurce
Hazardous
Praduct
Haximum Order
Hinimum Drder
Payment Term | KT 30 NET 30
P-Card
Service Areas
supplier FIN | 123456789 123456789
Informat o rqinis. o /vendors/pages/rowsbsite him www. £ s virginia.gov/venders/pages/nawsbsite htm
Iroratir | ainia. qou/vendors/pages/nowebit btp v qov/vendors/pages/nowebsite. bt
Information | uip.t/dpe dos,icaina,ge/desdseniradis/CousCantcantDatadasand 1 xaCantradtDstalase
Effective Date
Market Price | $0.00000 LSD $0.00000 USD




Punchout Item Return Screens

~—

CURRENT

EASTERN DATA:

My Favorites Contact Us

Checkout

No changes on
Punchout screens

RN DATA:

Telp ~

Welcome Kemper, Gail

My Favorites Contact Us

Welcomel, Item Qty: 2
Search o o
Search Our Site [co| Subtotal: -
My Order
Product Qty Price Total

ADTRAN ACCESSORIES F 19IN
RACKMOUNT SHELF GREY HRM-25A
SHELF ROHS
NO IMAGE AVAILABLE
- Order More of this Product
- View More
- Delete Item from My Order
- View Purchase Details

$231.86 $463.72

‘Computer Equipment and
Accessories

Data Voice or Multimedia
Network Equipment or Plat

Flectrical equipment and Make any quantity changes above? Click Update

components and supplies

Checkout

Search

Choose Categories

technology or broadcast

Computer Equipment and
Accessories

Data Voice or Multimedia

Electrical equipment and

Currently, Checkout/return
from a Punchout takes you
to the Shopping Cart screen

eVA

_ Help

_Home

Kemper, Cail Toggle Currency

Add Title

components and supplies

Search Our Site 0|

Network Equipment or Plat

welcomet, Item Qty: 2
Item
Subtotal: $463.72
My Order
Fredust Qty Prics o

ADTRAN ACCESSORIES F 19IN
RACKMOUNT SHELF GREY HRM-25A
SHELF ROHS

$231.86 $463.72

NO IMAGE AVAILABLE
- Order More of this Product
- View More
- Delete Item from My Order
- View Purchase Details

Make any quantity changes above? Click Update

You can see item

ome My Orders/My UPs

Add Items

& Shopping Cart

These are the items you have added to your requisition. You can edit, copy, or delete selected line items, and add new line item|
any values, update the total.

£dd Accounting Details

Checkout

To hide this screen in the future, click the check box; to show the screen again, reset the default preference.

Checkout/return takes you
back to Add Items screen

In New version,

count & dollars here.

My Approvals My Quick Quote Req's

PR600081: Punchout Test [1tems:1 Total: 545372000 uso |

D @ [T D

catalog, and optionally select catalog items you've identified as your

Add items to your requisition from ]

[] Mo.t Type Solicit Description
O 1

Supplier: EASTERN DATA

Contact: RICHMOND

Commedity Code: Metworking software.
Contract Number:

Bill To: P134-Bill To Address - ADV Failover - 12-11-07
Small Business:

Qty Unit

KMOUNT SHELF ... 2

Amount

ADTRAN ESSORIES F 15TN R

each $231.86000USD $463.72000USD

ADTRAN ACCESSQRIES F 181N RACKMOUNT SHELF GREY HRM-2SA
SHELF ROHS

software ( 20...

Minority Owned Business:

Woman Owned Business:

!

English (34201)
Favorites

Recent Choices - (v

Catalog Home / Browse By: Categories | Suppliers
[catalog =]l / Options Create Non-Catalog ltem
/
Manufacturing Components and Supplies (546)
Are Punchout Test Catalog at = Synthetic Steel Wool Pads Med Synthetic Steel at RE
REFLACEMENTS
= B3 Punchlt Test Catalog at B3 ENTERPISES Ropes (13)
L Hardware (280)
= EFgﬂEnESE\;I;UHChELIt Test Cataleg at Mare ...

Tome | Help ~T Togout

[II T v Orders/My UPs My Approvals My Quick Quote Req's

Welcome Kemper, Gail

Create  Search

Manage  Recent  Preferences

Total Cost: $463.72000USD

Update Total

7
Click Icon to open
Shopping Cart screen

Luggage] PR600081: Punchout Test
cases (3| Items:1 Total: $463.72000 USD
Persona
= Shopping Cart
Shopping Cart contains these items. You can continue shopping, show item details, change quantities, update the .. |y
Hide Details (1]
sl + Type Solicit Description Qty Unit Price Amount
| ADTRAN ACCESSORIES FASINRACKMOUNT 5 each $231.86000 USD $463.72000 USD

Supplier: EASTERN DATA

Contact: RICHMOND

Commodity Code: Networking software, Multiplexer software ( 20...
Contract Number:

Bill To: PL34- DPS Mail Room

ADTRAN ACCESSORIES F 191N RACKMOUNT SHELF
GREY HRM-2SA SHELF ROHS

Small Business:
Minority Owned Business:

Weoman Owned Business

| (Add from Catalog...] [Add Non-Catalog Item

Total Cost:  $463.72000 USD

Update Total




Shopping Cart Screen

M icon on Catalog & Non-Catalog screens to see Shopping Cart (see screens previous page) .

— " )

Shopping Cart removed as a ‘Step’. Use the
\_ﬁ

PRS61222; eMall Upgrade Com CURRENT PRS70681: eMall Upgrade Comparison NEW
e Items: 1 Total: $150.0000 M Items:i Total $150.00000 USD —
Add Ttems . \/—\
Shopping Cart

Shopping Cart

Y

*Your Shopping Cart contains these items. You can continue shopping, show item details, change quantities, update the total, or checkout if you

Add Accounting Details

These are the items you have added to your requisition. You can edit, copy, or delete selected line items, and add new line items.
If you change any values, update the total.

Checkout

To hide this screen in the future, click the check box; to show the screen again, reset the default preference.

How To

Hide Details  [IT1]

Hide Details
[0 Mo.t Type Solicit Description Qty Unit Price Amount
O 1 = Printer, laser with extra cartridges each $150.00000USD $150.00000USD

Supplier: ABACUS CORPORATION

Contact: ABACUS CORPORATION-RICHMOND, VA
Commodity Code: Computer printers, Laser printers ( 20477
Contract Number:

Bill To: P194-Bill To Address - ADV Failover - 12-11-07

Printer, laser with extra cartridges

[] No. * Type Solicit Description
o + =

Supplier: ABACUS CORPORATION

Contact: ABACUS CORPORATION-RICHMOND, VA
Commodity Code: Computer printers, Laser printers ( 20477 )
Contract Number:

Bill To: P194- DPS Mail Room

Printer, laser with extra cartridges

Qty Unit Price Amount

each $150.00000 USD $150.00000 USD

Printer, laser with extra cartridges

Small Business:
Small Business:

Minority Owned Business: Minarity Owned Business:

Woman Owned Business: Woman Owned Business:

L Deleed] | L [Sete=[ N [Add from Catalog... | [Add Non-Catalog Item
/—/

Total Cost: $150.00000USD. Total Cost: $150.00000 USD

Update Tof

“Add ltems”
becomes 2 Buttons

Add Accounting Details Screen

PR561222: eMall Upgrade Comparison PR570681: eMall Upgrade Comparison

Items: 1 Total: $150.00000USD

Add Title

These are the accounting details for each line item. You can edit line item accounting details, as well as split

E] Add Accounting Details

Add Items

These are the accounting details for each line item. You can edit line item accounting details and split ACCOUNTING - BY LINE ITEM

for a line item (to create different accounting splits).
Add Accounting Details

No changes

Checkout

‘ Accounting - by Line Item

ams in this request: 1 D

MNo. *+ Type Solicit Description Qty Unit Price Amount
Items in this request: 1

1 Printer, laser with extra cartridges 1 each $150.00000 USD $150.00000 USD
No. Type Solicit Description Qty Unit Price Amount

1 E Printer, laser with extra cartridges 1 each $150.00000USD $150.00000USD Fund: 100
Fund: 100 Program: (no value)
Program: (no value) Organization: 200
Crganization: 200 Agency: 063
Ay : 063 .

gensy - COrganization:  (no value)

Organization:  (no value) b |
Object: (ne value) elyzEs e vEl)
Job Number: {no value) Job Number: (no walue)

Split Accounting




Checkout/Summary Screen

)

PRS61222: eMall Upgrade

stemacet g o  AIRRENT
Add Title Checkout p
a -
Add Items

Add Accounting Details

Checkout

N ED

Review your requisition, make changes as necessary, and submit the request for approval.

How To

Do not send any items to eProcurement: []

Send ALL items to eProcurement: m}

Title: [emMall Upgrade Comparison ]
On Behalf Of:

Entity Code: [ select ]

Fiscal Year: [ select ]

Agency: [ select ]

PO Category: [ select ]

VDH Requisition Number: [

ERP Requisition Number:

Line Ttems (1}

Hide Details

No. Type Solicit Description
1 @

Supplier: ABACUS CORPORATION

Contact: ABACUS CORPORATION-RICHMOND, VA

C Code: Computer printers, Laser printers ( 20477 )
Contract Number:

Bill To: P194-Bill To Address - ADV Failover - 12-11-07

Small Business:

Printer, laser with extra cartridges

Minority Owned Business:
Woman Owned Business:

!

Qty Unit Price Amount

each $150.00000USD $150.00000USD

Printer, laser with extra cartridges

“Add lItems”

Total Cost: $150,00000USD

PR570681: eMall Upgrade Comparison

Review your reguisition, make changes as necﬂappruvﬂ\.

Title:

On Behalf Of:

Use PCard:

PCard number:

Entity Code:

Fiscal Year:

Agency:

PO Category:

Header Cross Reference:

ERF Requisition Number:

* |EMa|I Upgrade Comparison

Kemper, Gai .

o Jrsslea)
_12 [ select ]
T R— Y
[ select ]
L ]

Do not send any items to eProcurement:  []

Send ALL items to eProcurement: O
My Labels: £l Apply Label...

Line Items (1)

Hide Details E

No.
1 [E]

Contract Number:

Small Business:

Minority Owned Business:

Type Solicit Description

Printer, laser with extra cartridges

Supplier: ABACUS CORPORATION
Contact: ABACUS CORPORATION-RICHMOND, VA
Commodity Code: Computer printers, Laser printers ( 20477 )

Unit

Bill To: P194- DPS Mail Room

Add from Catalog... ]TAdd MNon-Catalog Item...

Price Amount

each $150.00000 USD $150.00000 USD

Printer, laser with extra cartridges

Total Cost: $150.00000 USD

Update Total

[ incluge

—— | [Dotate Tom]
becomes 2 Buttons
See|
Ship To: |DP5 MAIL ROOM v
Deliver To:
y L =
‘ omments - Entire Requisitin
(/lcomments” e pensai Comments/Attachments separate now!

Add attachments without Comments
on Header and Line Items

SHIPPING - ENTIRE REQUISITION

See Line Item Shipping Details: &

Ship To:

Deliver To:

[ mark attach [

\ /

) as Prop: and C

(This checkbox doeNqot dgly to approvers)

N

\Comment&:

Need-by Date:

COMMENTS - ENTIRE REQUISITION

*|oPs MAIL ROGM O]
* Mobody

O wvisible to Supplier

O mark as Proprietary and Confidential (This checkbox does not apply to approvers)

ATTACHMENTS - ENTIRE REQUISITION

Add Attachment




Copy a Requisition
The process for copying a Requisition is very similar in the new eMall, but the initial steps are different. Begin by going to the “My Documents” window on
your Home tab. Click on the “View More...” link at the bottom of the window and select “Requisition” which will take you to the Requisition Search page.

Find the requisition you want to copy (using Labels, a Search or scroll) then click the checkbox and “Copy” button.

PR569492
PR569528
PR569530
PR569599

PR569680

LN i

DCOERQRQR

Title

CSPL-2788 - ACP
test 1

Test 2

test

Copy of Script 2601

Viamaces tact 1

Date T

5/6/2011
5/10/2011
5/10/2011
5/13/2011

5/18/2011

cif1afnii [t Hatal
(¢ View Mare ... tD

Status

Receiving

|

Received
Received
Composing

Composing

b

4

Archive Ttems (314’
Joes (5

Caliper (1

My Saved Searches
Amanda test

Reqs created Yesterday
Requisitions2.
Requisition Search
Public Saved Searches

My Quick Quotes -

Title:

|

1D:

Approved By: (select a value) [ select ]

Approver: (select a value) [ select ]

v

Mo Cheice  »

Collaboration:
Date Approved:
Date Created:

Date Orderad:

Date Received:

Date Submitted:

Description (any line item):
Need-by Date (any line item):
QOrder ID (any line item):
Preparer:

Requester:

Status:

Supplier (any line item):

B
y Search Type:
. Change the search criteria or name, and then Search.
view All
e Search Filters Search Options
= My Labels

P

Compaosing

My Quick Quotes -
Ordered - This
Calenda...

My Quick Quotes -
Submitted

PR Search

Requisition - Import -
Calendar Year

Reguisitions-Composing
Requisitions-Denied

Requisitions 1 Approved
- This Calendar ...

Search Results

Found 142 items

C

[F Type ID Title Status Date Created
O ¥ PRS70220 Script 2601 Compesing  Mon, 11 Jul, 201
¥| PRS69696 Vanesca test1 Composing  Wed, 18 May, 2|
¥| PRS69630 Copy of Script 2601 Composing Wed, 18 May, 2!
D E PR569599 test Composing Fri, 13 May, 201
O ¥l W CSPL-2815-Contract number list- April 8-2011 Composing  Mon, 11 Apr, 20
O ¥®| PRSS6865 Copy of Test 3 - CSPL-2078 Composing  Wed, 10 Nav, 20
O E PRS554926 Contract# -Mass edit issues - Oct 1 2010 Composing Fri, 1 Oct, 2010
- @ (o¥ers) |

Buysense Profile (5]
Requisition [142)
User Profile (13)

\

Your copied requisition will appear on the Home tab
in the Requisitions- Composing window.

Create Search Manage

Return to Portal

Common Actions

/ Create

Buysense Profile

Requisition

Manage
Receive

Reports

My Orders/My UPs

Recent

My Approvals

Preferences

PR570311

| | BUYS541890

| | TS841244

PR569912

My Quick Quote Req's

Date

7/18/2011 EeTper' Collaborating UAT Issue 76
al
7/8/2011 testps, uat Submitted Untitled Buys:
. ) 5/23/2011 - §
6/6/2011 Lillohn Submitted H f
For Lillohn: O
/32001 Rodriguez o itted  cspL-2823
Angel

From

Title

Status

10

Welcome to the New eMall

— .
< PR570705 10/24/2011 Composing Copy of Vanessa test 1
Watch here for evA Information and ™ = g Y
Alerts PR570703 10/21/2011 Composing
PR57050%9 9/21/2011 Composing

"What's New in the eMall”

Requisitions-Composim)

o

Office Supplies for Nancy White




Approving a Requisition

In the new eMall Approvers use the “To Do” window on the ‘Home’ or ‘My Approvals’ tabs to find requisitions that need their attention.

1D Date From Status Title Required Action
¥ | PR570311 7/18/2011 Kemper, Gail Collaborating UAT Issue 76 CJ Test Watch i
BUYS541390 7/8/2011 testp5s, uat Submitted Untitled Buysense Profile Approve W
. . 5/23/2011 - 5/28/2011 Hours For
T5341244 6/6/2011 Lilichn Submitted Approve
&% LilJohn: Order EP557013
1 Rodriguez, 5
( PR569912 6/3/2011 A | Submitted CSPL-2823 Approve
I~ nge
E/72/MN11 - B98N0 1 Hooee For L
View List ...

&\ ARIB A® Home | Help * | Logout
L L My Orders/My UPs My Approvals Welcome Kemper, Gail
Kemper, Gail eggle Tips Create  Search  Manage  Recent Preference:
= Approve Approval Summa PR569912 - CSPL-2823 Status: Submitted
Approve Requests 8
WotchiR=g eat= a Review the request and then PPeewemeeryy or edit it. To view request details, click the request ID. To These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details ¥
Watch Requests . -
requests, select a specific request from the pull-down list, or click an arrow to display the previous or n
(e ) )
4 Request | PR557
Miller, Torrey : $2,500.00000USD Approval Flow | Ordars  Recsipts | History
PRS57952 : test 703
Hide Details Title: CsPL-2823
Use PCard:
== == = PCard number:
No. Type Solicit Description Qty Unit
Entity Code: P194
1 @ 703_test 5 =ach $500.0000 o) vear: 2011
Supplier: TORREY'S MINISTRIES 703, test Ageney: (no value)
Contact: TORREY-CHESTERFIELD = PO Catego ROL
Commodity Code: Motorized cvcles, Scooters [ 07153 ) g0y’
Contract Number: Header Cross Reference:
Bill To: P184- DPS Mail Room ERP Requisition Number: test 2
Small Business: Do not send any items ta eProcurement:
Minority Owned Business:
Send ALL items to eProcurement:
Woman Owned Business:
My Labels: E) Apply Label...
Approval Flow
Line Items (1] Hide Details  [IT]]
Legend: Pending [ Active Approved B Denied [E] watcher | = v o T T 00 v Amount
- Login to Ariba with an e2e access
1 1 each $50.00000 USD $50.00000 USD
PRS57952 Miller, Torrey (P194-Approve $1) Rodriguez, Angel (P194-App kel - Create a § $
Supplier: XPEDX NORTH - Login to Ariba with an e2e access
“ ” I Contact: LOCATION NAME REQUIRED - Create a requisition to be sent to ADV and submit the requistion
Commodity Code: Social development and services, Other Social d... - EP was sent to ADV.
Contract Number: P194-655-1
Bill To: P134- DPS Mail Room
Small Business:
Minority Owned Business:
Woman Owned Business:
4 Reguest | PR557'
SHIPPING - ENTIRE REQUISITION
See Line Item Shipping Details: &
Ship To: DPS MAIL ROOM
Deliver To: Angel Rodriguez
Need-by Date: Bl Wed, 28 Jun, 2011
COMMENTS - ENTIRE REQUISITION
Add Comment
1 1 ATTACHMENTS - ENTIRE REQUISITION
Add Attachment




With Accounting Codes: For Approvers needing to see the accounting codes, click on the Approve link to quickly review the line items & all accounting.

D Date ! From Status Title Reguired Action
¥| PR570311 7/18/2011 Kemper, Gail Collaborating UAT Issue 76 C1 Test Watch &)
BUYS541830 7/8/2011 testps, uat Submitted Untitled Buysense Profile Approve W
; 5/23/2011 - 5/28/2011 Hours For " | Logout
T5841244 6/6/2011 Lilzohn Submitted Approve
LilJohn: Order EP557013
cemper, Gail
Create  Search 1| =] prssasiz 6/3/2011 i”dr'lguez’ Submitted  CSPL-2823 - _
nge
. w
C||Ck the req# here to pprovaj SUITIITIﬂI’y - S/32/9044 _ BRI Haure Far ]ofzg »
VMiew List ...

view fu” req uisition Review the request and then approve, deny, or edit it. To view reguest details, click the request ID. To review other pending requests, select a specific request from the pull-down ...

<«

including Header fields e o e GD B )

< PR5659912 - On Behalf Of : Rodriguez, Angel Total : $§50.00000 USD

Line Items (1) Hide Details D 3
No. t Type Description Qty Unit Cost Center Price Amount
'- Login to Ariba with 2
1 = ogin to Ariba with an e aceess 1 each $50.00000 USD $50.00000 USD
- Create a
Supplier: XPEDX NORTH '- Login to Ariba with an e2e access
Contact: LOCATION NAME REQUIRED - Create a requisition to be sent to ADV and submit the requistion
Commedity Code: Social development and services, Other Sccial d... - EP was sent to ADV.

Contract Number: P194-655-1
Bill To: P194- DPS Mail Room

Small Business:
Minority Owned Business:

Woman Owned Business:

Accounti

Cost Allocation:  100% Your accountlng code
Fund: 100 . .
S structure will display
Organization: 200

Agency: 063

Organization:  (no value)

Object: (no walue)

meer: (no walue)

APPROVAL FLOW

Legend: [ watcher

Approved m Active ‘

Miller, Torrey (P1534-CommodityApprover) |I| Kemper, Gail

PR362912 ¥ I~ Approved
= P192-comm watcht

Add Approver

COMMENTS
Add Comment
ATTACHMENTS
12 Add Attachment
4 Request | PR569912 v |of 20 b




Multiple Approvals: To approve multiple Requistions at the same time, in the “To Do” window click the “View List...” link at the bottom of the window
and then select “Approve”.

D Date 4 From Status Title Required Action
¥| PRS70311 7/18/2011 Kemper, Gail Collaborating UAT Issue 76 CJ Test Watch A
BUYS541890 7/8/2011 testp3, uat Submitted Untitled Buysense Profile Approve B
. . 5/23/2011 - 5/28/2011 Hours For Lillohn:
TS841244 6/6/2011 Lillohn Submitted A ETEETIE Approve
¥ PRS69912 6/3/2011 i:;:lguez' Submitted  CSPL-2823 Approve
E2/N11 - §MafIN11 Hanre Ear | illahne V~

View List ... [27) >
Approve (20)

Requisitions-Composing | VT |

Approve Requests
You are included in the approval flow for these requests, an CIICk the CheCkbOX for eaCh mary of a request before taking action, click the request’s ID or title.
item to be approved and
Back . “ ”
then click “Approve” button.
You have 20 rqug your approval. / ¥
O Ty Date Submitt 1 Requester Status Title Total
O BUYS541890 Fri, 8 Jul, 2911 testpS, uat Submitted Untitled Buysense Profile L]
L] TS5841244 Maon, 6 Jyh, 2011 Lillohn Submitted 5/23/2011 - 5/28/2011 Hours For Lillohn: Order EP557013 8 hour
¥| PRS69912 Fri3 fm 2011 ROIMOUSZ o ied caploaoa 50.00000 USD
Angel
nge
O 15841236 Thyf, 2 Jun, 2011 Lildohn Submitted 5/23/2011 - 5/28/2011 Hours For Lillohn: Order EP557013 24 hour
¥ PRsegess Ue, 31 May, 2011 RO9M9USZ g b itted Tesing 3.8 - RON from eMal $100,000.00000 USD
Angel
nge
[1 ¥] Prseosss Tue, 31 May, 2011 imr'lg”ez' Submitted Tesing 3.8 $100,000.00000 USD
nge
30
O 1 PR569317 Thu, 28 Apr, 2011 userst Receiving Retest -on behalf of-multiple lines-Receiving by Requester $2,250.00000 USD
user
D ] PR569254 Tue, 26 Apr, 2011 atjon, u Submitted 400 test jk $12.00000 USD
¥ PRS69253 Tue, 26 Apr, 2011 TIET Submitted 400 test 5 - Ji $4.00000 USD
Ti
orrey g
O e Tue, 26 Apr, 2011 Mler Submitted 400 - test 4 - 1K $6.00000 USD
Torrey
Miller, .
. ' 400 Test - JK .
D ] Tue, 26 Apr, 2011 Submitted 400 Test - JK $2.00000 USD
Torrey
Miller, . .
o e Tue, 26 Apr, 2011 T Submitted Copy of Copy of £400 $2.00000 USD
orrey
| 00:00011561 AWDS44 Fri, 22 Apr, 2011 Caudillz, Ordered SET-ASIDE FOR SMALL BUSINESSES-Copy of Script 3604 $500.00000 USD
Sh
ane 2
@ [Archive To Label VJ [CIEEm Up]

13



Receiving for an Order

Access receiving in the new eMall using the ‘Receive’ link under “Manage” on Home tab

or under the ‘Manage’ menu. [LEGERE

I Receive

Reports
————

The new receiving screen has the same fields and functionality however the fields are organized differently on the screen. The main new feature is that

Res,

you can add Attachments without adding a Comment.

CURRENT

Kemper, Gail

Select Request Receipt RC200554: PCO200215 - UR

Select Receipt

El Receive or Verify ltems

Receive For a receipt, indicate the amount or quantity to accept or reject for ¢
. indicate whether the milestone is complete and the date verified. If v
Additional Info milestone, you must provide comments to explain your action.

Summary

Accept

Line Ttems - Quantity Receiving Needed

No. Quantity Description Unit Prev. Tot;

HP LaserJet 1220, JetDirect
170X Print Server U.S., IEEE-
1284 A to B Parallel Cable,
2m, 7ft CATS black patch
cord, Next day on-site
warranty

Laserlet 3200, JetDirect 170X
Print Server U.5., 7ft CATS
black patch cord, Next day on- ==
site warranty one year

Order 1D PC0O200215

Order Title: UAT SPL 8

Supplier: SPC SYSTEMS LIMITED

Contact: Wimbledon

VDH Requisition Number:
Close Order: ? OYes @No
Date: Thu, 20 Oct, 2011, 12:38 BM

Processing Status: Receiving

Comments - Entire Receipt

Comments:

Accept

14

Receiving Steps

mE EE =

Toggle Currency

submit H Exit

My Orders/My UPs My Approvals My Q1

Create Search Recent Preferences

[RELELT]

Receipt RC200594: PCO200215 - UAT SPL 8

NEW

==
./ Manage

Receive

Reports

welcome Kemper, Gaill

6]

For a receipt, indicate the amount or gquantity to accept or reject for each line item, and the date received. If you reject receipt line items, you

Select
Request
Select [ ept All
el
Recsive Order ID:  PC0200215 Date: ;I;Iu, 20 Oct, 2011, 12:38
Order Title: UAT SPL 8
iti : P ing Status: Recei
podon Supplier:  SPC SYSTEMS LIMITED rocessing Status eceiving
i Contact: Wimbledan Header Cross Reference:
ST My Labels: Apply Label...

Line Items - Quantity Receiving Needed D
No. T Quantity Description Unit Prev. Total Accept/Return Reject Date Received
HF Laserlet 1220, JetDirect 170X Print Server U.5., IEEE-
1 3 1284 A to B Parallel Cable, 2m, 7ft CATS black patch each 0 @ | lo | [thu, 20 Oct, 2011 |
cord, Next day on-site warranty
L Jet 3200, JetDirect 170X Print S U.5., 7ft CATS
2 1 asene Jetoire rine server U= each 0 [0 | E | [Thu, 20 0et, 2001 |
black patch cord, Next day on-site warranty one year
Close Order: Oves @ Ne

COMMENTS - ENTIRE RECEIPT

Comments:

ATTACHMENTS - ENTIRE RECEIPT

Add Attachment

Comments/Attachments separate now!
Add attachments without Comments




Search

Search is the main focus of the new eMall. Begin by picking the type of item (Requisition, Order, etc.) you are looking for under “Search” (GESEEis

menu. On the Search screen you have many search fields available but you only have to use those that will help you find your item. Not
that your Labels are available to do ‘quick’ searching to see all items that have been tagged with that Label.

M—" )

Create Search

Specify a search name, category, and
retrieves every document where any |

CURRENT

the specified Yalue.

ith line item information, the search

How To

Search Name: |[ETIEEETE
Category: |Raqu|&\tlun 3
a
Filter Name Value

Approved By:
Date Created:
Date Ordered:
Date Received:
Date Submitted:

Description (any line
item):

Order ID (any line item):
Preparer:

Requisition ID:
Requisition Title:

Status:

Supplier (any line item):

| ==

(select a value) [ select ]

Buysense Profile

Catalog
Collaboration Req

Direct Order

My Home My Orders/My UPs My Approva, e eq's Welcome Kemper, Gail

= Create Search Manage Recent Preferences

5, Search Type: |Requisition w
Requusslion] Change the search criteria or name, and then Search.
Labels for
View All . _ .
auick search [earch Filters Search Options

| < My Labels |

15

Archive Items (314)

Joes (5

Caliper (1)

¥ My Saved Searches

Amanda test

Regs created Yesterday

Reguisitions2

Title:

ID:

Approved By:
Approver:
Collaboration:
Date Approved:
Date Created:

Date Ordered:

| |
[ ]

(select a value) [ select ]

(=elect a value) [ zelect ]

|N|:| Choice

vl

Reguisition Search

Public Searches

Date Received:
Date Submitted:

Description (any line item):

Meed-by Date (any line item):

Order ID (any line item):
Preparer:

Requester:

Status:

Supplier (any line item):

(select a walue) [ select ]

(zelect a walue) [ zelect ]

| MNo Choice

(select a wvalue) [ zelect ]

Save frequent
searches

= Public Saved Searches |

My Quick Quotes -

[Search] [R&set([ Save Sear@




Organizing Your Work

Currently eMall items (requisitions, orders, receipts, approvals, etc.) can be organized in folders. In the new eMall folders have been replaced with Labels.
Just as opening a folder will list all items in that folder a Label acts like a ‘quick search’ to find and display a list of all items that have the same tag or label.
There are some other differences but the important thing to remember is that instead of moving items to a folder you now have the option to ‘apply’ a
Label to each item.

NEwW
Type: |Requistion | /_\I

16

Kemper, Gail
=, Search
< Ariba Folders Explore Folders 3
Status Items 114 L
Use folders to organize and manage reque Requisition Change the search criteria or name, and then Search.
Approve Items g personal folder's radio button to rename, rf q
Reconcile Items 0 e
) s Search Filters Search Options
Archive Items 368
-
Watch Items g Ariba Folders el
- I - - -
¥ Personal Folders B status Items 0 s Archive Items (514) Title: || | Date Received:
_ |
Joes e B8 Approve Items Joes (5 1D: I:l Date Submitted:
ZEliEsr O B8 Reconcile Items 0 sy ) - ipti ine i :
Caliper (1) Approved By: (select a value) [ zelect ] Description (any line item): | |
B8 Archive Items 0 s
Approver: (select a value) [ zelect ] Meed-by Date (any line item):
B watch Items osd ¥ MySaved Searches
9 Arnanda test Collaboration: |N0 Choice v| Order ID (any line item): | |
54y
Date Approved: Preparer: Kemper, Gail [ select ]
Regs created Yesterday
Date Created: No Choice v Requester: select a value select
| 2
Personal Folders EoabE sy i :
Date Ordered: Status: |N0 Choice v|
® B8 Joes 0 = o
0 . . .
O = cai . Requisition Search Supplier (any line item): (zelect a value) [ zelect ]
aliper sy
¥ Public Saved Searches = 7
L | Rename Fulderl | Move Fulderl |: i [Searc ] [Re&et] [Save SeAL ]
My Quick Quotes -
Composing
Search Results Found 142 items D ¥
My Quick Quotes - .
Ordered - This i Type ID Title Status T Date Created Total
Celenda... PRS565266- 1012-A L’
O B o e Canceled Thu, 23 Jun, 2011 $0.00000 USD
My Quick Quotes - vz restest
Submitted
= PR547157- .
O ® F ACP Test 904-  Canceled Fri, 20 Mowv, 2009 $0.00000 USD
PR Search -
PR545134- Test Case£231
Requisition - Import - O ¥ va - ASN vendor Canceled Tue, 30 Jun, 2009 $0.00000 USD
Calendar Year — B
PR541182- CSPL 785 - step .
BT AT ST ETATT O ® w2 & (2-2-09 Canceled Fri, 13 Mar, 2009 $0.00000 USD
iziti o i UATI 76 .
Eess sz O ¥ prS70311 — =% Collaborating Mon, 18 Jul, 2011 $16,900.00000 USD
] Test e
Requisitions I Approved
—This Calendar ... (Label ~ | [Copy| (Delete] |




Requisition Example: You can apply a Label when you create the Requisition or when you review/edit the Requisition or when you are approving a

requisition or when you find the requisition on a Search screen.

Create Requisition

PR570681:

Enter the requisition title and change gne or more of the sther requisition fields if necessary. If you are creating the requisition

Title:

On Behalf Of:

Use PCard:

PCard number:

Entity Code:

Fiscal Year:

Agency:

PO Category:

Header Cross Reference:
ERP Requisition Number:
Do not send any items to eProcurement:

Send ALL items to eProcurement:

My Labels Apply Label

Requisition Header

griPcard v
P14 [ select]

otz ] (s
(CITTR—
(S
1

]

]

PR570681: eMall Upgrade Compari|

Review your requisition, make ch

Requisition Checkout

Approve Requisition

PR569912 - CSPL-2823

Status: Submitted

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the

Title:

Use PCard:

PCard number:
Entity Code:

Fiscal Year:

Agency:

PO Category:

Header Cross Reference:

ERP Requisition Number:

CSPL-2823

F134
2011

(no value)

RO1

test 2

Do not send any items to eProcurement:

Send ALL items to eProcurement:

My Labels

Apply Labe

Line Items (1)

No. Type

1 [E

Solicit Description

'- Login to Ariba with an e2e access

- Create a
—

Qty Unit Price

Hide Details

Amount

each $50.00000 USD $50.00000 USD

i}

Title:

On Behalf Of:

Use PCard:

PCard number:

Entity Cade:

Fiscal Year:

Agency:

PO Category:

Header Cross Reference:

ERP Requisition Number:

*[emall Upgrade Comparisan

Kemper, Gail

ErT—
T R— P
T — S
(no value) [ select]
R

Do not send any items to eProcurement:  []
Send ALL items to eProcurement: O
My Label Apply Label
Line Items (1] Hide Details  [1]
No. Type Solicit Description Unit Price Amount
1 = Printer, laser with extra cartridges each $150.00000 USD $150.00000 USD

Supplier: ABACUS CORPORATION
Contact: ABACUS CORPORATION-|
Commodity Code: Computer print
Contract Number:

Bill To: P194- DPS Mail Room
Small Business:

Minority Owned Business:

Printer, laser with extra cartridges
RICHMOND, VA
ers, Laser printers ( 20477 )

Approve Requests

You are included in the approval flow for these requests, and you are required to approve or deny them. To review a summary of a request before taking action, click the request's [D or title.

]
o
o
i

You have 20 requests awaiting your approval.

O

[m]
[m]
[m]
[m]
[m]
[m]
[m]
[m]
O
[m]
[m]
[m]
[m]

Type

N @ 6| @ @ O @ @

(o]
BUYS541850

TS841244

PR559512

TS841236

PRS559889

PRS569888

PRS69317

PRS69254

PRS69253

PRS569252

PR569249

PRS569248

Date Submitted +
Fri, 8 Jul, 2011

Mon, 6 Jun, 2011
Fri, 3 Jun, 2011
Thu, 2 Jun, 2011

Tue, 31 May, 2011

Tue, 31 May, 2011

Thu, 28 Apr, 2011
Tue, 26 Apr, 2011

Tue, 26 Apr, 2011

Tue, 26 Apr, 2011

Tue, 26 Apr, 2011

Tue, 26 Apr, 2011

0Q:00011561 AWDS44 Fri, 22 Apr, 2011

Requester
testps, uat
Lillohn

Rodriguez,
Angel
Lillohn
Rodriguez,
Angel

Rodriguez,
Angel
user3o,

atjon, u
Miller,
Torrey
willer,
Torrey
willer,
Torrey
willer,
rrey

Caudil7,
Shane

Archive To Label v | [JEan Up

Status
Submitted

Submitted
Submitted
Submitted

Submitted

Submitted

Receiving
Submitted

Submitted

Submitted

Submitted

Submitted

Ordered

Title

Untitled Buysense Profile

5/23/2011 - 5/28/2011 Hours For Lillohn: Order EPS57013

CSPL-2823

5/23/2011 - 5/28/2011 Hours For Lillohn: Order EPS57013

Tesing 3.8 - ROM from eMal

Tesing 3.8

Retest -on hehalf of-multiple lines-Receiving bv Requester
400 test ik

400 test 5 - JK

400 - test 4 - JK

400 Test - JK

Copy of Copy of #400

SET-ASIDE FOR SMALL BU! -Copy of Script 3604

Total

8 hour
$50.00000 USD
24 hour

$100,000.00000 USD

$100,000.00000 USD

$2,250.00000 USD
$12.00000 USD

$4.00000 USD

$6.00000 USD

$2.00000 USD

$2.00000 USD

$500.00000 USD




Requisition Searches

"\ Search Type:

TererTan Change the search criteria or name, and then Search.

View All .
e Search Filters Search Options
¥ My Labels
(314) . p
et Title: Date Received:

Joes (5) ID: PRS4 Date Submitted:

Caliper (1) Approved By: (select a value) [ select ] Description (any line item): l:l
< My Saved Searches Approver: (select a value) [ zelect ] Need-by Date (any line item):

P Sy Collaboration |N0 Chaoice | Order ID (any line item)
Date Approved: Preparer: (select a value) [ select ]
Date Created: Requester: (select a value) [ select ]
Reguisitions2 - -

Date Ordered: Status: |N0 Choice v|

Requisition Search

Regs created Yesterday

Supplier (any line item): (select a wvalue) [ select ]
¥ Public Saved Searches
(5earch] (Save Search]
g — 0 Error: Over 2,000 items found; Only 2,000 records will display. Helpful Tip: Use one or more of the search filters above to find your
omposing
transaction.
My Ouick Quotes -
Ordered - This Search Results Found 2000 items R |
Calenda...
i [F] Type ID Title Status t Date Created Total
My Quick Quotes -
Submitted O ¥ PRS47343 1303 Approved Thu, 3 Dec, 2009 $183.12000 USD 2
PR Search = PR545613- Maria - Test9 AR-2058 (PR2949532-V2 PROD Approved Tue, 26 Jul, 2009 $1,140.00000 USD
vz SCENARIO

Requisition - Import - T
E = VB— Test 13:3 Approved Mon, 1Jun, 2009 $12.82000 USD
Requisitions-Composing -

¥ PR5423233 ACTIVITY 1 PO 2 Approved Wed, 18 Feb, 2009 $750.00000 USD
Eeguisitions-Denied PRS44173-

E \.-‘2— Lenovo-khburnet-5429 Canceled Wed, 9 Jun, 2010  $0.00000 USD
Requisitions I Approved —
- This Calendar ... PRS49589- .

¥| " Script 415 Canceled Thu, 13 May, 2010 $0.00000 USD
Requisitions-Ordered b

Lahel » || Con Delete
Requisitions-Ordering :] l
Apply Label

Requisitions-Received Archive Ttems
Joes

Requisitions-Receiving Caliper

New Label... /
\

N

18



Managing Labels: Label creation is optional. Many users find they can easily find

their items using the Search functionality instead of creating Labels. If you do decide
to use Labels you will find that managing them is very different than Folders.

New Labels: add a label by selecting the New Label... option on any of the
screens that allow you to apply a label.

Renaming a Label: labels cannot be renamed. Instead you must move items from
the existing label to a new label (see below)

Move Items: to move items from one label to another items must be ‘re-labeled’.
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Delete/Remove a Label: Important, move items from a label before you
delete it. From a Search screen, find all the items associated with the
Label that you want to remove. Next click the Label button and then select
the label to be removed where it appears under the Remove Label section.
The Label will be removed as a tag on the listed items and from your list of
available Labels as well.

20

Y

Search

Type: |Requisition w

Requisition

~

~

View All

My Labels

Archive Items (314

Joes (5)

Caliper (1

Bobtest (1

My Saved Searches
anda test

ReNs created Yesterda

Regulsitions2

Requisi\jon Search

Public Saled Searches

My Quick QN\otes -
Composing

My Quick Quotks -
Ordered - This
Calenda...

My Quick Quotes -
Submitted

PR Search

Requisition - Import -
Calendar Year

Requisitions-Composing
Requisitions-Denied

Requisitions [ Approved
- This Calendar ...

Requisitions-Ordered

Change the search criteria or name, and then Search.

Search Filters

Title:

1D:
Approved By:

Approver:

Collaboration: No Choice

Date Approved: |No Choice |%

Date Created: No Choice %

Date Ordered: No Choice %

Search Results

Oooooogoag

(=elect a value) [ zelect ]

(zelect a value) [ =elect]

Found 5 items

Type ID Title
¥ | PRS69403 Test Requisition Six
13 00:00011537 AWDS26 Copy of 919 InFlightCOWA
e PR543020 Act Office test
¥| PRS47337-v3 CSPL-1457-ACP
e PR546537 ACP - Test Case 706
Label « || Copy | | Delete| |
Apply Label
Archive Items
Caliper
Bobtest
New Labal...

Remove Label

Joes

Date Recei
Date Subm|
Description)
Need-by D
Order 1D (4
Preparer:

Requester:
Status:

Supplier (a




